[image: image1.jpg]GRANDVLLEY

STATE UNIVERSITY,




VEHICLE RESERVATION FORM
Please print or type in all requested information.  Submit to Facilities Services at least ten (10) business days prior to trip by Email servicef@gvsu.edu.   (For additional information see GVSU Procedures Manual Section Number 502.)
TODAY’S DATE: 



REQUESTED BY: ____________________________________
GVSU Vehicle(s) requested: 

       __   7 Passenger         ___     __ 15 Passenger    










Requested Date/Time Pick-up: _________ (date) ________ (time) Mileage Out:   


_______
Requested Date/Time Return:  _________ (date) ________ (time) Mileage In:


_______
Driver Name (Please print): 









_______
Comments: 












_ 
Destination: 
__________________________________________________________________________                                                                  
Cost Center:  




        _
Department: 





__

Unit Head Signature:




 Dept. Phone: 



______________
                                               (Must have signature authority) 
Requestor’s Email: ______________________________________         *Confirmation will be sent via email.  
**VEHICLES MAY BE PICKED UP Monday – Friday, 7:30 a.m. – 5:00 p.m 
** fOR ALTERNATE ARRANGEMENTS OR QUESTIONS CALL 331-3000.  
UNIVERSITY MOTORPOOL RENTAL CHARGES:

· Daily use - $.60/mile with a minimum $25.00 charge per usage

· Extended use - $90.00 / day (15 passenger) with no additional mileage charges $70.00/ day (7 passenger) 

· Failure to cancel a reservation (less than 48-hour notice) will result in a $25.00 fee per vehicle.
Rental is on a first come basis. The Requesting Department is responsible for returning the van to the pick-up location fully fueled and in good, clean condition. If any garbage or other items are left behind, your department may be charged a $10.00 cleaning fee. 
You may park your personal vehicle in lot D-2 or in the back of the service lot if you have a faculty/staff pass.  All other parking questions will need to go to be directed to parking services at 616-331-7275. 
      *132, 133, 136, 137: Parked in lot D-2 in marked spaces

      *139, 140: Parked in Service lot in marked spaces

If you return from your trip when the Facilities Services Customer Service Office is not open, please return your keys and vehicle reservation form(s) to the ticket lock box on the west side of the Service Building by the entrance to the Department of Public Safety. 

While planning your trip, please consider the following:
· Will Students be driving the vehicle, at any point? 
· If so, the Student Driver Approval process must be completed prior to that student driving. That process can be found here: https://www.gvsu.edu/drivingvehicles/#DriverApprovalRequest
· Registered Student Organizations have additional protocols found here:
https://www.gvsu.edu/rsohandbook/driver-authorization-process-46.htm
· Will guests, family members or volunteers be driving the vehicle, at any point?

· Non-GVSU stakeholders are not encouraged to drive GVSU owned, leased, or rented vehicles. If you’d like to request an exception, please follow the instructions outlined here:  https://www.gvsu.edu/drivingvehicles/#DriverApprovalRequest
Before departing on your trip after picking up your keys:
· Take photos of the vehicle on your phone before you leave. At a minimum, you’ll want clear photographs of the windshield and rear window, all four panels including windows and lights, interior front & back seat.

Retain these photos on your phone for at least 90 days after you return the vehicle.

If there is notable damage including but not limited to chips, scratches, or dents, send photos before you depart to taylorh1@gvsu.edu. If the damage will in any way impair the safety of the vehicle and/or occupants, do not take the car.

· Make sure the gas tank is full. If the gas tank is not full when you receive the vehicle –please report this to the individual, you received the keys from (331-3000) to avoid additional charges.  

Before returning the keys:
· Take photos again on your phone and retain those photos for at least 90 days
If there is any detectible damage, or the vehicle was in any type of an accident, the Automobile Claim Procedures must be completed. Those procedures are located here: https://www.gvsu.edu/riskmanagement/automobile-claim-procedures-29.htm
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